
CITY OF THORNTON 
CITY MANAGER’S OFFICE 
 

10/13/20 

 
 

A G E N D A 
Planning Session 

https://thorntonco.zoom.us/j/98777793322 
October 20, 2020 

5:45 p.m. 
 

 
I. CALL TO ORDER, REVIEW OF AGENDA, AND STAFF COMMENTS 

 
 

II. BRIEFINGS 
 

A. COVID Update (Estimated 15 Minutes) 
 

B. Discussion Regarding the 2020 Annual Community Survey Questions 
(Estimated 15 Minutes) 

 
C. Discussion Regarding Enacting a Doxxing Ordinance (Estimated 15 Minutes) 

 
D. Discussion of the City Council Policy for Reimbursement of Expenses for 

Travel, Training, Subsistence, and Other Business Expenses (Estimated 15 
Minutes) 

 
III. OPEN DISCUSSION 

 
E. Executive Session, pursuant to C.R.S. 24-6-402(4)(f), to discuss personnel 

matters regarding the Appointees’ Performance Criteria (Estimated 60 
Minutes) 

https://thorntonco.zoom.us/j/98777793322


 

PLANNING SESSION COMMUNICATION 
Meeting Date:  

October 20, 2020 
Agenda Item: 

A 
Agenda Location:  

N/A 
Goal(s): 

 

Legal Review: 

N/A 
 
   1st Reading 
   2nd Reading  

Subject:  COVID-19 Update 

Recommended by: Kevin S. Woods  KW  Approved by: Kevin S. Woods KW 
 
Ordinance previously 
introduced by:  
 

   
 

Presenter(s):  Kevin Woods, City Manager 

 
SYNOPSIS:  
 
Staff will provide City Council with updates on the COVID-19 pandemic.  
 
RECOMMENDATION:   
 
This item is for informational purposes only. 
 
BUDGET/STAFF IMPLICATIONS:   
 
None. 
 
ALTERNATIVES: 
 
This item is for informational purposes only. 
 
BACKGROUND (ANALYSIS/NEXT STEPS/HISTORY): (includes previous City Council action) 
 
 



• Case & Hospital Data
• TCHD New Public Health Order

Incident Overview



• Public Information Campaign 
• Parks Monitoring 
• Business Outreach
• Other Departmental Efforts

Adams County Mitigation Plan









Tri County Farmer’s Market 
Continuation 

Recommendation

• Redirect $35,250
– 350 boxes/ week $33,600
– Truck rental $450
– Printing, signage, tables $1,200



Joyful Journeys
Recommendation

• COVID-19 Emergency Essentials 
Program

• $133,300 for the provision of food, 
hygiene, clothes, and household 
items. 



PLANNING SESSION COMMUNICATION 
Meeting Date:  

October 20, 2020 
Agenda Item: 

B 
Agenda Location:  

N/A 
Goal(s): 

 

Legal Review: 

N/A 
 
 ___ 1st Reading 
 ___ 2nd Reading 

Subject:  Discussion Regarding the 2020 Annual Community Survey Questions 

Recommended by: Robb Kolstad RK Approved by: Kevin S. Woods  KW 
 
Ordinance previously 
introduced by:  
 

____________________ Presenter(s):  Jon Whiting, Senior Management Analyst 
                      Ryan Murray, ETC Institute  
    

 
SYNOPSIS:  
 
The 2020 Annual Community Survey is scheduled to be conducted in November. Survey results would 
be presented back to Council in December.  A minimum of 800 surveys (200 per ward) will be collected. 
The issuance/collection of surveys will be conducted by mail, online, and phone to ensure 1) that a 
broad range of residents are able to respond and 2) that the results are statistically valid and are 
representative of the City’s diversity in age, race/ethnicity, language, income, and four Council wards. 
 
The recommended 2020 Annual Community Survey questions include the following themes:  

• Service Level (1-2, 8)  
• Quality of Life (3-5, 16-17) 
• City Communications (6-7) 
• Community Equity (9-12, 15) 
• COVID-19 Impact (13-14)  
• Demographics (18-28)  

 
The majority of these questions have either been asked in previous community surveys and/or have 
been asked in other municipal surveys administered by the City’s consultant – allowing the City to 
benchmark the results against itself and/or against comparable communities.  
 
A copy of the draft 2020 Community Survey was emailed to Council in mid-September and is included 
in this packet for reference.   
 
RECOMMENDATION:   
 
Staff recommends Alternative No. 1, approve the questions as presented to move forward with the 
2020 Community Survey.   
 
BUDGET/STAFF IMPLICATIONS:   
 
The budget includes $20,000 of funding in the General Fund to conduct the survey.  
 
ALTERNATIVES 
 
1. Approve the questions as presented to move forward with the 2020 Community Survey.  
2. Bring back additional/alternative questions suggested by Council for review and approval at the next 

meeting.  
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BACKGROUND (ANALYSIS/NEXT STEPS/HISTORY):  (includes previous City Council action) 
 
The City has been conducting community surveys since 1998.  
 
The City includes questions regarding satisfaction with City services every survey iteration, including 
the upcoming 2020 Community Survey. The services that have historically been part of the survey 
include:  

• Maintenance of parks, trails, and open space 
• Snow removal  
• Thornton video news and programming via Xfinity 881 or City's website  
• Trash collection 
• Recycling 
• Animal control services 
• Water service 
• Street repair 
• Traffic/congestion  
• Police services 
• Fire services 
• Ambulance services 
• Planning for growth and development 
• The City government website - ThorntonCO.gov 
• Services for senior citizens 
• Cultural and arts programming 
• Overall recreation and parks facilities 
• The safety of your neighborhood during the day 
• The safety of your neighborhood at night 
• City enforcement of zoning and code enforcement for neighborhoods 



2020 Community Survey 
October 20, 2020

Purpose
To provide Council with an overview of the 2020 
Community Survey and seek Council’s input/support 
to move forward with the 2020 Community Survey.  

Agenda
1. Background
2. Survey 
3. Timeline 
4. Conclusion

1



Background 
• The City has been conducting community surveys since 

1998.
• Purpose:

1. Determine residential satisfaction with City services
2. Benchmark the City
3. Gauge the pulse on residential temperament on current issues and 

potential upcoming City projects
• The design, administration, and analysis of these surveys is 

conducted by a third-party vendor – in collaboration with 
City staff.

• At its conclusion, a presentation of findings has been 
provided to City Council.

• Historically used as a lead into the annual Strategic 
Planning Conference. 2



Survey

• This year’s survey questions can be divided into six 
themes:
1. Service Levels
2. Quality of Life
3. City Communications
4. Community Equity 
5. COVID-19 Impact
6. Demographics

3



Timeline
Mid-October
• Survey drafted 
• Council discussion
• Survey finalized 

November
• Survey issued (2-3 weeks) 
• Survey closed 

Mid-November – Early December
• Results compiled / analysis conducted 
• Final report from consultant due to City staff
• Consultant / staff presentation to City Council 

Results to feed into 2021 SPC planning 
4



Conclusion

• Staff is seeking Council’s input/support to move forward 
with the 2020 Community Survey.  

5
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   2020 City of Thornton Survey 
Thank you for taking time to complete this important survey. City leaders will use survey 
input to help set community priorities so that tax dollars are spent wisely. Please return 
the completed survey in the envelope provided. Surveys can be completed online by 
visiting ThorntonSurvey.org.  

 
1. Overall Quality of Major City Services. Using a scale of 5 to 1, where 5 means "Very Satisfied" and 

1 means "Very Dissatisfied," please indicate how satisfied you are with the following City 
Services. 

 How satisfied are you with... 
Very 

Satisfied 
Satisfied Neutral Dissatisfied 

Very 
Dissatisfied 

Don't Know 

Public Utilities 

01. Recycling 5 4 3 2 1 9 

02. Smell/taste of water 5 4 3 2 1 9 

03. Snow removal 5 4 3 2 1 9 

04. Trash collection 5 4 3 2 1 9 

05. Water service 5 4 3 2 1 9 

Planning and Development 

06. Planning for growth and development 5 4 3 2 1 9 

07. 
City enforcement of zoning & code enforcement for 
neighborhoods 

5 4 3 2 1 9 

08. Quality of new residential development in the City  5 4 3 2 1 9 

09. Quality of new commercial development in the City  5 4 3 2 1 9 

10. Appearance of your community  5 4 3 2 1 9 

Community Services 

11. Cultural and arts programming 5 4 3 2 1 9 

12. Maintenance of parks, trails and open space 5 4 3 2 1 9 

13. Services for senior citizens 5 4 3 2 1 9 

14. Overall recreation and parks facilities 5 4 3 2 1 9 

Communications 

15. 
Communication efforts by the City to keep you informed 
about local issues 

5 4 3 2 1 9 

16. The City government website - ThorntonCO.gov 5 4 3 2 1 9 

17. 
Thornton video news & programming via Xfinity 881 or the 
City's website  

5 4 3 2 1 9 

Public Safety 

18. Ambulance services 5 4 3 2 1 9 

19. Animal control services 5 4 3 2 1 9 

20. Fire services 5 4 3 2 1 9 

21. Police services 5 4 3 2 1 9 

22. The safety of your neighborhood at night 5 4 3 2 1 9 

23. Safety for parks & trails 5 4 3 2 1 9 

24. The safety of your neighborhood during the day 5 4 3 2 1 9 

Public Infrastructure 

25. 
Condition of landscaping or streetscaping in medians and 
along streets 

5 4 3 2 1 9 

26. 
Mowing and tree trimming along streets and other public 
areas 

5 4 3 2 1 9 

27. 
On-street bicycle infrastructure (bike 
lanes/signs/sharrows) 

5 4 3 2 1 9 

28. Street repair 5 4 3 2 1 9 

29. Traffic/congestion  5 4 3 2 1 9 
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2. Which FOUR of the items listed in Question 1 on the previous page do you think are the MOST 
IMPORTANT services for the City to emphasize? [Write in your answers below using the numbers 
from the list in Question 1.] 

1st: ____ 2nd: ____ 3rd: ____ 4th: ____ 

3. Would you say that things in Thornton are generally going in the right direction or do you feel 
things have pretty seriously gotten off on the wrong track? 
____(1) Right direction ____(2) Wrong track ____(9) Don’t know 

4. How would you rate the quality of life in Thornton? 
____(1) Excellent 
____(2) Good 

____(3) Fair  
____(4) Poor 

____(9) Don’t know 

5. Compared to other communities in the Denver area how would you rate the economic conditions 
in Thornton? 
____(1) Much better 
____(2) A little better 

____(3) About the same 
____(4) A little worse 

____(5) Much worse 
____(9) Don’t know 

6. Please CHECK ALL of the following sources of information you CURRENTLY USE to get 
information about the City of Thornton. 
____(1) Bi-monthly City Voice Newspaper sent by mail 
____(2) T-Alert Email newsletters 
____(3) Flyer that arrives in utility bills 
____(4) Thornton video news and programming on Xfinity channel 881 or the City’s website  
____(5) Posts on social media like Facebook, Twitter, or Nextdoor  
____(6) Local newspapers like “The Sentinel” 
____(7) News on the City’s website 
____(8) MyThornton smartphone app 
____(9) Telephone town hall/virtual meetings 

7. Which TWO of the information sources listed in Question 6 are the MOST PREFERRED method 
for you to get information about the City of Thornton? [Write in your answers below using the 
numbers from the list in Question 6.] 

1st: ____ 2nd: ____ 

8. Please indicate how important you think it is for the City of Thornton to focus on implementing 
environmental sustainability programs in the future? 
____(1) Very important 
____(2) Important 

____(3) Average 
____(4) Not important 

____(5) Not at all important 
____(9) Don’t know 

9. Have you ever had to call 911 for police support in Thornton?  
____(1) Yes [Answer Q9a] ____(2) No [Go to Q10]

9a. Did you find the police response to be timely and professional?    ____(1) Yes      ____(2) No 

10. What is your overall opinion of the Thornton Police Department?  
____(1) Excellent 
____(2) Good 
____(3) Average 

____(4) Below Average [Answer Q10a] 
____(5) Poor [Answer Q10a]  
____(9) Don’t know 

10a. If you answered “Below Average” or “Poor” to Question 10, please indicate why below: 
__________________________________________________________________________________

__________________________________________________________________________________  
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11. Do you currently have a neighborhood park or trail within a reasonable distance of your home?  
____(1) Yes                  ____(2) No ____(9) Don’t know/not applicable 

   

12. How often do you use public transportation? 
____(1) Every day 
____(2) Once a week 

____(3) Once a month 
____(4) Never [Answer Q12a]

12a. If you do not use public transportation, what barriers keep you from using it?                  
[Check ALL that apply] 

            ____(1) Too far from bus stop 
            ____(2) Lack of public transportation in my area 
            ____(3) Lack of assistance for people with disabilities 
            ____(4) Safety concerns  

____(5) Not interested 
____(6) I prefer to drive 
____(7) It does not get me to where I need to go 
____(8) Other:_____________________________ 

13. Has your household suffered any of the following setbacks during the COVID-19 Pandemic?              
[Check ALL that apply] 
____(01) Death of a household member 
____(02) Hospitalization of a household member 
____(03) Household member infected and quarantined 
____(04) Forced isolation from household due to job 
____(05) Loss of childcare/dependent care 

____(06) Homeschooling difficulties 
____(07) Household change (friends/family moving in/out) 
____(08) Difficulty in paying bills and/or rent/mortgage  
____(09) Loss of employment 
____(10) Other:__________________________________

14. If you are having difficulties related to the COVID-19 Pandemic, where do you go for help?       
[Check ALL that apply] 
____(1) Family members 
____(2) Friends 
____(3) Government entities 
____(4) Local food banks 

____(5) Non-profit organizations 
____(6) Places of worship 
____(7) Online resources 
____(8) Other:__________________________________ 

15. What services do you seek outside of Thornton because they are either unavailable or insufficient 
in Thornton? 
__________________________________________________________________________________

__________________________________________________________________________________  

16. What do you like MOST about your community? 
__________________________________________________________________________________

__________________________________________________________________________________  

17. What do you like LEAST about your community? 
__________________________________________________________________________________

__________________________________________________________________________________  

18. How many years have you lived in Thornton, or are you a native? ________Years         ____Native 

19. In five years, are you likely to still be living in Thornton? 
____(1) Likely still here ____(2) Not likely still here ____(9) Depends/Don’t know 

20. Including yourself how many adults, age 18 and older, live in your household today?  ___________ 

21. How many infants and children under 18 years of age live in your household today?  ___________ 
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22. Which of the following best describes your current employment status?   
____(1) Full-time [Answer Q22a-c] 
____(2) Part-time [Answer Q22a-c] 
____(3) Unemployed  
____(4) Retired 

____(5) Homemaker 
____(6) Student 
____(7) Other:_______________________________ 

22a. Where do you mostly work?   
____(1) In Thornton 
____(2) In downtown Denver 
____(3) In another suburb North of downtown Denver 
____(4) Somewhere else:__________________________________________ 

22b. What is the zip code of your principal or mail place of work?  __________________ 

22c. How long is your ROUND TRIP commute to AND from work in minutes?  ______________ 

23. Which of the following best describes your primary current residence in Thornton? 
____(1) Single family detached 
____(2) Townhome 
____(3) Condominium 

____(4) Apartment 
____(5) Manufactured or mobile home 
____(6) Other:_______________________________ 

24. Do you own, rent or lease your current residence? ____(1) Own ____(2) Rent ____(3) Lease 

25. Do you have internet service at your house?      ____(1) Yes      ____(2) No

26. Do you own a smart phone?      ____(1) Yes       ____(2) No  

27. Which of the following best describes your combined income from all members of your household 
in 2019 before taxes?  
____(1) Under $15,000 
____(2) $15,000 to $35,000 
____(3) $36,000 to $55,000 

____(4) $56,000 to $75,000 
____(5) Over $75,000 

28. Which of the following best describes your primary racial or ethnic group?  
____(1) Asian or Pacific Islander 
____(2) Black or African-American 
____(3) Hispanic, Latino, or Mexican-American 
____(4) Arabic or Middle-Eastern 

____(5) Native American 
____(6) White 
____(7) Multi-racial 
____(8) Other:_______________________________ 

This concludes the survey. Thank you for your time! 
Please return your completed survey in the enclosed postage-paid envelope addressed to: 

ETC Institute, 725 W. Frontier Circle, Olathe, KS 66061 
 

Your responses will remain completely confidential. The 
information printed to the right will ONLY be used to help 
identify which areas of the City are having problems with 
City services. If your address is not correct, please 
provide the correct information. Thank you. 



PLANNING SESSION COMMUNICATION 
Meeting Date:  

October 20, 2020 
Agenda Item: 

C 
Agenda Location:  

N/A 
Goal(s): 

 

Legal Review: 

N/A 
 
 ___ 1st Reading 
 ___ 2nd Reading 

Subject:  Discussion Regarding Enacting a Doxxing Ordinance 

Recommended by: City Councilmember Approved by:  Kevin S. Woods  KW 
 
Ordinance previously 
introduced by:  
 

____________________ Presenter(s):  John Mallonee, Deputy City Attorney 
 
 

 
SYNOPSIS:  
 
This ordinance prohibits harassment and intimidation through the publication of restricted personal 
information of City officials, employees, and their family members.  Its purpose is to protect privacy and 
safety especially in light of the easy access to information in the internet age. 
 
RECOMMENDATION:   
 
Staff recommends Alternative No. 1, bring forward an ordinance, at a future Council meeting, promoting 
the safety and privacy of City officials and employees. 
 
BUDGET/STAFF IMPLICATIONS:   
 
None. 
 
ALTERNATIVES: 
 
1.  Bring forward an ordinance, at a future Council Meeting, promoting the safety and privacy of City 

officials and employees.   
2.  Do not bring forward an ordinance at this time.  
3.  Suggest revisions to the ordinance and revisit at a future planning session. 

 
BACKGROUND (ANALYSIS/NEXT STEPS/HISTORY): (includes previous City Council action) 
 
Doxxing is a new type of crime most commonly associated with the use of the internet to find and 
publish private citizen’s personal information. There have been high profile incidents of doxxing that 
have led to harm; however, the criminality of this act is a gray area with only Federal Law expressly 
prohibiting the practice and most jurisdictions prosecuting this behavior through harassment statutes. 
 
Passing this ordinance would ensure this activity is illegal in Thornton, give the City a means to 
prosecute said violations, and add a layer of protection to City officials and employees who make 
decisions that could possibly expose them to doxxing behavior. 



 

 

Sample Doxing Ordinance 
 
Sec. 38-_____. - Protection of individuals performing certain official duties 
 

(a)  For the purposes of this Division, defined terms appear in italics.  The 
following definitions apply in this section: 

  
(1) Restricted personal information means, with respect to an individual, 

the Social Security number, date of birth, credit card number, 
employment location, home address, home phone number, mobile 
phone number, or personal email of, and identifiable to, that 
individual; 

 
(2) Covered person means any city official or employee, and the 

immediate family members of such officials or employees.  
 

(3) Publicize means to make restricted personal information publicly 
available, whether through oral, written, or electronic communication. 

  
(b) It shall be unlawful for any person to knowingly publicize restricted personal 

information about a covered person: 
 

(1) With the intent to threaten, intimidate, abuse, harass, frighten, or 
commit a crime of violence against that covered person or a member 
of their immediate family; or 
 

(2) With the intent that the restricted personal information will be used 
by another, whether or not the publisher personally knows such other 
person, to threaten; intimidate; abuse; harass; frighten; or commit a 
crime of violence against that covered person or a member of their 
immediate family. 



 

PLANNING SESSION COMMUNICATION 
Meeting Date:  

October 20, 2020 
Agenda Item: 

D 
Agenda Location:  

N/A 
Goal(s): 

 

Legal Review: 

N/A 
 
   1st Reading 
   2nd Reading  

Subject:  Discussion of the City Council Policy for Reimbursement of Expenses for Travel, Training, 
Subsistence, and Other Business Expenses 
Recommended by: Joyce Hunt   JH                Approved by:  Kevin S. Woods  KW 
 
Presenter(s):  Joyce Hunt, Assistant City Manager 

 
Ordinance previously 
introduced by:  
 

       
 

 
SYNOPSIS:  
 
City Council has requested time to discuss the City Council Policy for Reimbursement of Expenses for 
Travel, Training, Subsistence, and Other Business Expenses as provided in Ordinance 3385.  The 
policy is attached.    
 
RECOMMENDATION:   
 
For information purposes only.  
 
BUDGET/STAFF IMPLICATIONS: 
 
None. 
 
ALTERNATIVES: 
 
For information purposes only. 
 
BACKGROUND (ANALYSIS/NEXT STEPS/HISTORY):  (includes previous City Council action) 
 
At the September 1, 2020 Planning Session, City Council reviewed the policy and requested time be 
set aside at a future meeting to discuss the policy.   
 
 
 
 
 
 
 
 
 
 
 



ATTACHMENT 
 

C.D. No. 2020-070 

1  

CITY OF THORNTON   
COUNCIL POLICY 
Approved:  May 27, 2003 Ordinance No. 2775 
Amended:  July 25, 2006 Ordinance No. 2951 
Amended:  January 13, 2009 Ordinance 3088 
Amended:  April 28, 2009 Ordinance 3094 
Amended:  March 8, 2011 Ordinance 3161 
Amended:  March 20, 2012 Ordinance 3190 
Amended:  February 24, 2014 Ordinance 3286 
Amended:  January 27, 2015 Ordinance 3324 
Amended:  May 24, 2016 Ordinance 3385 
 
 
EXPENSE REIMBURSEMENT POLICY  
 
1.0 Purpose: 
 

1.1 To identify the conditions, limits and procedural matters under which travel, 
training, subsistence, and other business costs in the process of conducting 
official City business.  Such attendance and reimbursement of expenses is 
authorized in accordance with the guidelines and procedures outlined 
herein.  

 
2.0 Scope: 
 

2.1 Councilmembers may incur expenses to attend training programs, 
conferences, NLC Steering Committee conferences, professional meetings 
and other costs in the process of conducting official City business.  Such 
attendance and reimbursement of expenses is authorized in accordance 
with the guidelines and procedures outlined herein.     

 
3.0 Policy: 
 

3.1 General Guidelines: It is the policy of the City to reimburse Councilmembers 
on an actual expense basis for all reasonable expenses incurred while on 
authorized City business.  Only expenses incurred by Councilmembers in the 
conduct of City business are eligible for reimbursement under this policy. 
Unless otherwise authorized by City Council, attendance at a national 
conference held the last quarter of the year by term-limited, out-going 
Councilmembers will not be reimbursed by the City.   

 
3.2 Expense Advances: An expense advance may be secured by submitting an 

expense advance request to the Finance Director or designee.  The amount 
requested should be a minimum of $50. Such advances should not be  paid 
more than one (1) month prior to the first day of travel.  An expense report 
indicating how advanced funds were spent must be submitted no later than 
60 days following the incurrence of the expense.  
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 Any outstanding expense advances not cleared within 60 days may be 

deducted from the Councilmember’s next paycheck(s) and the amount 
included as taxable wages to the Councilmember pursuant to IRS 
regulations as is appropriate.   

 
3.3 Allowable Expenses: Reasonable expenses incurred while conducting City 

business shall be reimbursed as authorized in the following classifications:  
 

TYPE OF EXPENSE REIMBURSEMENT 
LIMITED TO 

OTHER INFORMATION 

3.3.1 
Air Travel 

  
Economy Round-Trip Fare with 
assigned seats for flights 
available for the desired date and 
time when reservation is made 
plus bag fee not to exceed two 
bags. First-Class Fare not 
reimbursable unless authorized 
by City Council.  Seating 
upgrades for extra leg room and 
priority boarding, unless needed 
to accommodate a medical 
condition, shall be at the expense 
of the Councilmember. 
 

 
Alternative routes for personal 
business are permitted.  
However, any difference 
between the total travel cost 
and the cost for City business 
travel will be paid by the 
individual.  

3.3.2 
Bus, Rail – Instead of 
Air Travel 

 
Reimbursement not to exceed 
Lowest Round-Trip Fare available 
at the time the reservation is 
made. 
 
 

 
Alternative routes for personal 
business are permitted.  
However, any difference 
between the total travel cost 
and the cost for City business 
travel will be paid by the 
individual.  
 

3.3.3 
Auto Rental 

 
Actual Cost will be covered for 
minimum nights required to 
attend the function, including one 
night before and one night after 
any event. 

 
Alternative routes for personal 
business are permitted.  
However, any additional miles 
not related to City business 
must be reimbursed by the 
individual. 

3.3.4  
Parking  

 
Actual Cost 
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TYPE OF EXPENSE REIMBURSEMENT 
LIMITED TO 

OTHER INFORMATION 

3.3.5 
Private Car – Instead 
of Air Travel 

 
Rate per mile as established 
yearly by the Finance Director 
based on IRS standard mileage 
rate; reimbursement not to 
exceed round-trip airfare at the 
time the reservation is made.  

 
Documentation of actual miles 
driven required. Alternative 
routes for personal business 
are permitted.  However, any 
additional miles not related to 
City business must be 
reimbursed by the individual.   

3.3.6 
Private Car –Travel 
outside of 25 mile 
radius of City 

 
Over most direct route; rate per 
mile as established yearly by the 
Finance Director based on IRS 
standard mileage rate from 
personal residence to destination 
and back as per MapQuest or 
other equivalent program. 

 

3.3.7 
Taxi or Shuttle 

 
Actual Cost plus reasonable tip. 

 
 

3.3.8 
Lodging 

 
Actual double-occupancy (one or 
two-beds) rate for  minimum 
nights required to attend the 
function, including one night 
before and one night after any 
event.  

 
Staying beyond the time 
required to attend the function 
will be paid by individual unless 
stay over results in significant 
airfare savings to the City, as 
demonstrated in writing by the 
Councilmember.  



C.D. No. 2020-070 

4 

TYPE OF EXPENSE REIMBURSEMENT 
LIMITED TO 

OTHER INFORMATION 

3.3.9 
Meal Expenses – 
Related to 
conventions, training, 
conferences, and 
seminars requiring an 
overnight stay*.  

 
Per diem for Meals and Incidental 
Expense as established by the 
General Services Administration 
for the destination City except for 
Washington D.C. which shall be 
provided in the annual stipend 
memo.    Per diem is available for 
the minimum number of days 
required to attend the event, 
including travel hours.   Per diem 
amount includes meals, room 
service, taxes and tips for 
persons who provide services, 
and incidental expenses for tips 
to porters, baggage carriers, and 
hotel staff.  Per diem does not 
include taxicab fares, laundry 
expenses, 
 
Per diem will be provided for 
each breakfast, lunch, and dinner 
unless they are paid for 
separately by the City or are 
meals that are part of a basic 
registration fee.  Per diem will not 
be reduced for complimentary 
meals  provided by the hotel the 
Councilmember is staying at or 
as part of the event.   
 

 
City will pay for banquet meals 
for a Councilmember’s spouse 
or adult live-in companion at 
CML, NLC, and US 
Conference of Mayors that are 
part of the listed program. 
 
Per diem above IRS 
established “high-low 
substantiation method” will be 
included in taxable wages 
each year. 
 
*The NLC,  US Conference of 
Mayors, or CML conference 
held in Metropolitan Denver is 
excepted. 

3.3.10 
Tips for Baggage 
Handling, Valet, 
Doormen & Bellhops 

Reasonable tips and gratuities 
shall be reimbursed. 

Amounts will be included in 
taxable wages each year as 
required by the IRS.  

3.3.11 
Registration Fees 

 
Actual Cost for Councilmember 
only.  Exception: spouse or adult 
live-in companion registration for 
the CML Annual Conference    
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TYPE OF EXPENSE REIMBURSEMENT 
LIMITED TO 

OTHER INFORMATION 

3.3.12 
Miscellaneous 

 
Actual cost 

Business related description 
required. Miscellaneous 
includes access to 
internet/WIFI while traveling.  

3.3.13 
Business Meals:  
Business meeting at 
breakfast, lunch or 
dinner.  

 
Actual cost to conduct City 
business plus tip not to exceed 
$2.00 over 20% of the cost of the 
meal, unless there is a specific 
restaurant gratuity charge. 

 
Specify individual(s) met with, 
nature or purpose of meeting; 
business meals with 
constituents are not 
reimbursable.  Itemized meal 
receipts for actual expenses 
must be included with the 
expense report or purchasing 
card statement. 

3.3.14 
Regularly scheduled 
dinner meetings; 
awards or recognition 
banquets, ceremonial 
events or meetings 
where a 
Councilmember is 
representing the City 
for which there is a 
charge to attend. 

 
Actual cost for Councilmember(s) 
and actual cost for a guest 
reimbursed where it is common 
for guests to attend.   
 
 

 
Examples include, but are not 
limited to: MetroNorth 
Chamber Banquet, DRCOG 
Awards Banquet, ADCOG July 
and December Meetings, and 
annual school district 
recognition galas.   
Sponsorship of tables for fund 
raising events requires City 
Council approval.  

 
 

3.4 Receipts: Except for meals covered by per diem, receipts are required to 
document all expenses.  If a receipt was lost or not available, a written 
statement affirming the reimbursement amount requested and explaining why 
a receipt was not available, signed by the Councilmember, shall accompany 
the expense report (see Exhibit A).  

 
3.5 Prohibited Reimbursable Expenses: Reimbursement for the purchase of 

personal items including toiletries, etc., expenses associated with recreation 
(such as tennis and golf play and tournaments) gifts, and alcoholic beverages 
are specifically prohibited.  Expenses for spouses, guests or family members 
are not reimbursable, unless specifically identified in this Policy.  

  
3.6 Expense Reports/Approval:  Expense reports may be submitted monthly, but 

no less than quarterly.  Each expense report must be approved as to 
compliance with this policy by the City Manager or designee prior to submittal 
to the Finance Director for processing. All expense reports may be reviewed 
by an external auditor on an annual basis. 
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3.7 Other Reimbursable Expenses: In the event a Councilmember has an 

accounts receivable billing outstanding for 60 days, the City may deduct the 
amount owing from the Councilmember’s next paycheck(s). Examples of 
items that may show up as an accounts receivable billing are airline tickets for 
family members, family member’s non-reimbursable meal expenses, 
recreational fees for various conferences, and copying/supplies/voter lists. 

 
3.8 Stipends:  The City will provide the Mayor and Councilmembers a one-time 

stipend to purchase a laptop, netbook, or tablet of their choice at the beginning 
of the term in which elected to office or upon appointment to fill a vacancy. 
The City will also provide the Mayor and Councilmembers a monthly stipend 
for business use of personal automobiles which will be adjusted annually 
based on the IRS mileage rates.   The City will also provide the Mayor and 
Councilmembers a monthly stipend for cell phone and service which will be 
reviewed annually by the Office of Management and Budget.  The amount of 
such stipends shall be provided in the annual stipend memo.   
 

3.9 Use of City Purchasing Cards.  The City will provide the Mayor and 
Councilmembers a Purchasing card to be used to pay for City-related 
expenses as provided herein (except meals covered by per diem). The use of 
the City Purchasing card for personal cash advances is specifically prohibited.  
Councilmembers shall be responsible for reviewing each monthly statement 
and for acknowledging that all charges appearing on the statement were 
made in accordance with the provisions of this policy. Use of the City 
Purchasing card for personal charges is not authorized except where personal 
and City travel and entertainment charges would be unreasonably difficult to 
separate. This type of combination charge may be transacted with a 
Purchasing card if the personal portion is reimbursed to the City via an 
Expense Report. Purchasing card billing statements may be reviewed by an 
external auditor on an annual basis.  Councilmembers shall report the loss of 
their Purchasing Card immediately.    

 
 3.10    Exceptions to this policy may be approved by City Council. 

 
3.11 The City Manager is authorized to develop and amend forms and procedures 

to implement this policy. 
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CITY OF THORNTON 
 

PURCHASING CARD/EXPENSE REPORT 
 MISSING RECEIPT 

 
 

Please type or print legibly. 

 
 
I, ____________________________ have either misplaced or did not receive an Expense 
Report/Credit Card receipt(s). This form is submitted in lieu of the original receipt(s). 
 
Please list each expense/purchase separately.  
 
Date Amount Description Supplier (if applicable) 
    

    

    

    

    

 
 
 
I certify that the amounts shown above were expended for official City of Thornton 
business. 
 
 
      __        
Employee/Council Signature    Date 
 
 
      __        
Supervisor Signature for Employees Required Date 

 
 

EXHIBIT A  
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